NON-INSTRUCTIONAL POSITION REQUEST Internal Use

2017-2018 (201715

Sylvia Rodriguez

Requester Name:

SUMMARY INFORMATION

Title of Position Being Requested: (Note: Please also attach a current or proposed district job description)

Program Coordinator - Community Education (current job description attached)

Position Will Reside in Division/Unit:

Admissions & Records / Enrollment Services Division

Indicate To Whom this Position Reports:

Dean of Enrollment Services

Indicate if this position or a similar position has been presented to RAC previously and in what years:

Not applicable. This is a position currently in place at Las Positas College at 75%.

The position is:
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Number of Hours per Week:

Number of Months per Year:
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SECTION 1: PROGRAM NEED

What key responsibilities would this person assume?

The Program Coordinator in addition to being responsible for the Community Education program will also
be responsible for helping expand the non-credit program by creating and updating the admission
application, related enrollment and matriculation documentation, and align proper support services on behalf
of Student Services. The Program Coordinator will also be responsible for updating consumer information
required to be posted in the class schedule, college catalog, social media, and online in compliance with
federal and state laws and regulations. This would include gainful employment reporting required by the
U.S. Department of Education. The Program Coordinator will also serve as the facilities lead on behalf of
Student Services to help college efforts with regards to Measure A.

List other Personnel in the Unit (i.e. with shared or similar responsibilities):

Currently, the Program Coordinator is the only position assigned to Community Education and the college
only has one non-credit course offering (Tutorial 200). However, the college has plans to introduce new
non-credit curriculum and there is no plan to help with the support structure needed within Student Services
to support this new initiative.




Give a historical perspective of the changing demands on your unit’s staff over the past 3-5 years (look to
your program review). Please describe the metric you use to determine staffing needs in your program:

Example:
Metric = Students Served per semester / Full-Time Equivalent Employees 2010 = 900/1
2015 = 1000/1
Increased demand over the past 5 years is: = 11%

Metric = Anticipated Increase in Non-Credit Curriculum _

e
e ————

Increased demand =

And/or provide additional information supporting a need for this position and resulting impact on
students or program:

Negotiations between the Chabot-Las Positas Community College District and the Chabot-Las Positas
Faculty Association are underway to determine compensation of faculty who teach in the non-credit
program. It is anticipated that once negotiations are completed that non-credit curriculum will be approved
by the Curriculum Committee and efforts will be underway to identify, recruit, and enroll non-credit
students. Student Services will need to be considered since the college does not even have an admission
application ready for non-credit students, support services have yet to be identified, and outreach and
marketing efforts need to be initiated. This is what the Program Coordinator will be assigned to do with
regards to non-credit.




SECTION 2: STUDENT LEARNING AND SUCCESS

Explain how this position will contribute to and/or support student learning and success:

The Program Coordinator will allow for the non-credit program to initiate with success ensuring that an
admission application is established, applicable matriculation forms are created, align support services, and
help launch outreach efforts and create marketing materials aimed at prospective non-credit students.
Without the proper support of Student Services, the non-credit initiative will have a challenge meeting
enrollment goals and meeting initial retention and persistence rates.

Explain how this position will have a positive impact on Accreditation or strengthen the college’s
adherence to the ACCJC standards:

The Program Coordinator will help ensure that Las Positas College is in compliance with all applicable state
laws and regulations that pertain to non-credit. Las Positas College is tasked with serving as an public
institution which is committed to open access.

[




SECTION 3: LPC MISSION AND PLANNING PRIORITIES

LPC MISSION STATEMENT: LPC PLANNING PRIORITIES:
LPC is an inclusive learning- % Establish regular and ongoing processes to implement best practices
centered institution providing to meet ACCJC standards.
educational opportunities and % Provide necessary institutional support for curriculum development
support for completion of students’ and maintenance.
transfer, degree, basic skills, % Develop processes to facilitate ongoing meaningful assessment of
career-technical, and retraining SLOs and integrate assessment of SLOs into college processes.

oals ’ % Expand tutoring services to meet demand and support student
g ) success in Basic Skills, CTE, and Transfer courses.

Indicate how this position supports the College’s mission and/or planning priorities:

The Program Coordinator will support the college's Mission Statement and one of the planning priorities as
follows:

LPC Mission Statement:

The Program Coordinator will work in collaboration with faculty members and other college employees to
ensure that all prospective students of our community regardless of college preparation or lack thereof are
able to benefit from a non-credit curriculum. The college remains committed to open access.

LPC Planning Priority #2:

The Program Coordinator will help provide the necessary institutional suport for curriculum development
and maintenance by working in collaboration with faculty to ensure that support services are available to
prospective and current non-credit students.




SECTION 4: PROGRAM OUTCOMES, INITIATIVES, and PLANS

Please check one.
@This need was described explicitly in a Program Review (Year201 /

OThis need was implied in a Program Review (Year ).

®This need was not included in a Program Review, but has become a need since that time.
Explain, including language from Program Review (if available):

The Admissions & Records program review included the request for a full-time Program Coordinator in year
2017. The Program Coordinator is vital if the non-credit initiative will receive the proper support from

Student Services.

SECTION 5: SAFETY (if applicable)

Explain how this position will improve safety on campus or within your unit:

Not applicable.
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SECTION 6: COSTS*

Estimated Increase or Proposed Annual Salary Cost:
Estimated Benefits Cost:
Total Cost for Position:

NOTE:
Full Time = 20-40 hours per week or 50% - 100%
Regular Hourly = 18 hours or less per week (<50%)

$ 17,615

$ 8,808

5 26,423

i

*Costs: For accurate costs, requestor must contact College Administrative Assistant in the

LPC Office of Administrative Services (ext. 1632).
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CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT

PROGRAM COORDINATOR - COMMUNITY EDUCATION

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the
class. Specifications are not intended to reflect all duties performed within the job.

SUMMARY DESCRIPTION

Under direction, oversee and coordinate the services and activities of a Community Education program
for an assigned college including performing a variety of para-professional, technical, and complex office
support work while exercising independent judgment in the satisfactory completion of duties; coordinate
with administration, faculty, staff, and community members to enlist support, cooperation, and
participation in appropriate activities related to the Community Education program; and assume
responsibility for creating, initiating, and planning class offerings, preparation of brochures, tracking
student participation, and developing an outreach plan to increase enrollment and to expand services
offered.

REPRESENTATIVE DUTIES

The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or
may be required to perform additional or different duties from those set forth below to address business needs and
changing business practices.

I. Coordinate the daily services and activities of the assigned comprehensive Community Education
program.

2. Participate in budget development and administration activities for the Community Education
program, coordinate budget planning activities; monitor expenditures.

3. Coordinate with staff in designing and implementing recruitment strategies for new classes and
instructors.

4. Plan, develop, and coordinate the formatting, printing, and mailing of the Community Education
brochure.

5. Coordinate outreach and publicity to increase the College’s Community Education program
enrollment; develop promotional materials for dissemination to the public.

6. Coordinate the administration of the Community Education program webpage with the campus
webmaster; edit and maintain website as necessary.

7. Coordinate entire registration process for Community Education Program including taking
registrations from the public by telephone, fax, e-mail, and in-person walk-ins; answer all questions
from the public and provide orientations; provide excellent customer service at all times; negotiate
issues of refunds, course cancellations, and other issues; maintain accurate records of all students and
courses, and develop and maintain filing system.

8. Maintain financial records; collect all payments for classes, including cash, check and credit card
payments; prepare daily financial reports on credit cards to send to District office.

9. Maintain assigned records and files; maintain statistics on Community Education program
performance including monthly information and information for annual reports.

10. Coordinate and participate in the process to hire Community Education instructors, including
professional specialists, program leaders, and contractors, as well as other hourly/student assistants



Chabot-Las Positas Community College District
Program Coordinator — Community Education (Continued)

for the program; complete hiring paperwork for instructors; process payment requests in the form of
both invoices and payroll sheets for all instructors who teach through the program.

1. Coordinate and establish cooperative relationships with community and college resources to support
program goals and objectives; review instructor evaluations and comments from the public to insure
that program goals are met.

12. Contact and maintain customer service ties with instructors; provide copying services and answer

questions and inquiries;

follow-up on problems and concerns with campus maintenance and

operations, security, and other entities on campus to ensure a smooth process for instructors.

13. Oversee assigned staff and student assistants.

14. Perform related duties as required.

MINIMUM QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be lear ned within a
short period of time in order to successfully perform the assigned duties.

Knowledge of:

1.

NeouRwN

10.
11.
12.

13.
14.
15.

Principles and practices of program planning and implementation.

Principles, practices, and procedures of business letter writing and report preparation.

Higher education environment.

Pertinent state, District, and College policies, procedures, and regulations.

Problem solving techniques and resources.

Principles, practices, and procedures of fiscal, statistical, and administrative record keeping.
Principles and practices used to establish and maintain files and information retrieval
systems.

Office procedures, methods, and equipment including computers and applicable software
applications such as word processing, spreadsheets, and databases.

Principles and techniques used in public relations including methods and techniques of proper
receptionist and telephone etiquette.

Basic research methods and techniques.

English usage, vocabulary, spelling, grammar, and punctuation.

Evidence of sensitivity and an understanding of the diverse academic, socioeconomic, ethnic,
and cultural backgrounds of the community college students and the community-at-large.
Basic mathematical and accounting principles.

Interpersonal skills using tact, patience, and courtesy.

Oral and written communication skills.

Ability to:

L.

2.

Coordinate and direct programs, activities, and operations of the Community Education
program,

Carry out work objectives in an organized, efficient, and timely manner without immediate
supervision.

Perform detailed and complex specialized technical, programmatic, and administrative
support duties involving the use of independent judgment and personnel initiative with speed
and accuracy.

Recommend and implement goals and objectives for providing various programs and
operations.



Chabot-Las Positas Community College District
Program Coordinator — Community Education (Continued)

10.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

22.
23.
24,
25.

26.

Understand, interpret, and apply general and specific administrative and departmental
policies and procedures as well as applicable federal, state, and local policies, laws, and
regulations.

Research information using own initiative,

Organize, assimilate, and analyze information.

Respond tactfully, clearly, concisely, and appropriately to request and inquiries from the
general public, students, District staff and faculty, or other agencies.

Make regular contact with students, staff and the public to discuss routine and complex
scheduling and financial transactions and resolve problems within specified standards.
Supervise, direct and coordinate the work of assigned staff and students.

Complete required forms and surveys.

Prepare clear and concise reports.

Collect and receive monies and write receipts.

Prepare a variety of clear and concise administrative and financial records.

Set up and maintain a variety of databases.

Set up and maintain a variety of files and records.

Analyze situations accurately and adopt an effective course of actions.

Work under pressure of deadlines.

Plan and organize work to meet schedules and changing deadlines.

Carry out work objectives in an organized, efficient and timely manner.

Operate office equipment including computers and supporting word processing, spreadsheet,
and database applications.

Adapt to changing technologies and learn functionality of new equipment and systems.

Type and/or enter data at a speed necessary for successful job performance.

Communicate clearly and concisely, both orally and in writing,

Establish and maintain effective working relationships with those contacted in the course of
work.

Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural,
sexual orientation, academic, socio-economic, and disabled populations of community
college students.

Minimum Education & Experience - 4y combination of the following would provide a typical way to

obtain the required knowledge and abilities.

Education/Training:

Equivalent to the completion of the twelfth grade supplemented by college level course work
in business administration or related field.

Experience:
Three years of responsible administrative, technical, programmatic, or clerical experience,
preferably in outreach, program development, or in an educational institution.

License or Certificate:

Possession of an appropriate, valid driver's license,

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential job functions.



Chabot-Las Positas Community College District
Program Coordinator — Community Education (Continued)

Environment: Work is performed primarily in a standard office setting; occasionally travel from site
to site. Incumbents may be required to work evenings and weekends.

Physical: Primary functions require sufficient physical ability and mobility to work in an office
setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach,
and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office
equipment requiring repetitive hand movement and fine coordination including use of a computer
keyboard; and to verbally communicate to exchange information.

Adopted by Board of Trustees on October 20, 2015
Effective: October 21, 2015
Job Family: Technical - Paraprofessional





